
IDOE—Business, Marketing, & Information Technology  Digital Communication Tools 
January, 2006   Page DCT-10  

Digital Communication Tools 
 
Unit DCT 1: Computer Literacy and Keyboarding Skill 
 
Content Standard DCT 1.1: Students develop computer literacy. 
 

Performance Expectations Instructional Strategies Assessment Strategies Supplementary Resources 
 
DCT 1.1.1 Identify and operate equipment, 
including startup and exit procedures 
 
DCT 1.1.2 Explain and use appropriate file 
management techniques 
 
DCT 1.1.3 Demonstrate ethical conduct as 
it relates to technology 
 
DCT 1.1.4 Assess software and hardware 
capability 
 
DCT 1.1.5 Explain and use appropriate 
computer terminology  
 
DCT 1.1.6 Select appropriate technology 
tool to solve a problem efficiently 
 
 

 
Discuss and demonstrate: 

 Appropriate startup/exit procedures 
 Various drives and file folders 
 Navigation between drives, folders, 

and files 
 Creating and saving appropriate 

folders and files 
 Copyright laws, licensing policies, and 

academic honesty, integrity, and 
responsibility 

 Choosing the correct tool to solve the 
problem 

 
Complete Internet search covering 
software and hardware capability and 
computer technology. 
 
Correct terminology should be used for all 
computer components and processes.  
 
Keyboarding software and tutorials are 
supplementary material only.  Teacher 
observation is vital to teaching touch-
keyboarding. 
 

 
Teacher Observation  

 Startup and exit procedures 
 File Maintenance 
 Navigation 

 
Quiz over terminology and software/ 
hardware capability 
 

 
Netiquette (Internet Activity) 
 
Keyboarding Technique Search (Internet 
Activity)  
 
Purchasing a Computer (Internet Activity) 
 
Word Window Parts Quiz 
 
Learning About the Computer 
Concentration Game (Mini Basket) 
 
Computer Terminology 
 
Century 21 Jr. Input Technologies:  
Thomson/South-Western:  Chapter 1- 3 
 
Century 21 Jr. Input Technologies & 
Computer Applications:  Thomson/South-
Western:  Chapter 1,-3, 11 
 
DigiTools:  Thomson/South-Western:  
Chapter 1,-3, 5-6, Unit 1, 2, 3 
 
Indiana Academic Standards 
English/Language Arts 9.1.2, 9.2.5  
Mathematics A1 9.2 
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Unit DCT 1: Computer Literacy and Keyboarding Skill 
 
Content Standard DCT 1.2:  Students develop and refine touch-keyboarding skills. 
 

Performance Expectations Instructional Strategies Assessment Strategies Supplementary Resources 
 
DCT 1.2.1 Demonstrate and discuss 
correct keyboarding position and 
techniques including ergonomics, 
avoidance of repetitive strain injury, etc. 
 
DCT 1.2.2 Key alphabetic, numeric, and 
symbolic data using the proper technique 
 
DCT 1.2.3 Key numeric data using the 
ten-key pad 
 
DCT 1.2.4 Build and demonstrate speed 
in keying material 
 
DCT 1.2.5 Build and demonstrate 
accuracy in keying material 
 
 

 
Discuss and demonstrate: 

 Correct keyboarding position including 
the workstation 

 Using technique check-off sheet for 
teacher and peer evaluation 

 Correct keystrokes for alphabetic, 
numeric, symbolic data, and ten-key 
pad 

 Correct punctuation and spacing 
 Application of punctuation and 

grammar to material keyed 
 Terminology related to keyboarding, 

such as gwam, nwam, etc. 
 
See Appendix Speed and Accuracy Article
 
 

 
Teacher Observation  

 Technique rubric 
 
Speed and accuracy measurements 
 
 

 
Speed and Accuracy Article 
 
Ergonomic Jigsaw Activity 
 
Technique Check Sheet 
 
Technique Quiz 
 
Technique Evaluation  
 
Computer Keyboarding Technique 
 
Keyboarding Technique Power Point 
 
Technique Sheet A 
 
Technique Sheet B 
 
Technique Sheet C 
 
Self Check Sheet 
 
http://www.bytesoflearning.com/UltraKey/Postur
e/RSIs.html 
 
http://www.nimblefingers.com/k_carpal.htm 
 
http://www.billtown.org/WebQuest/Computer%2
0Injuries.htm 
 
http://www.tifaq.com/kids/kids.html 
 
http://members.rogers.com/esphysio/desk.html 
 
http://www.capcue.org/capCueConference/wise
man/wiseman.html 
 
http://www.satori.org/rist/carpal.html 
 
Century 21 Jr. Input Technologies:  
Thomson/South-Western:  Chapter 3,-5 
 
Century 21 Jr. Input Technologies & Computer 
Applications:  Thomson/South-Western:  
Chapter 3-5,10-12, 14 
 
DigiTools:  Thomson/South-Western:  Chapter 
2-7, 10, Appendix C 
 
Indiana Academic Standards 
English 9.6.1, 9.6.2 

 


